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INSTRUCTIONS 
 
General Instructions 

Who Must File this Report: Any bank (see definition) that wishes to 
designate a customer as an exempt person for purposes of CTR 
reporting must file this report. 31 CFR 103.22(d)(3)(i) 
 
In addition, banks must file this form for the biennial renewal of the 
exempt person designation of eligible non-listed businesses and payroll 
customers. 31 CFR 103.22(d)(5) 
 
A bank may, but is not required to, use this form to notify the Treasury 
that the bank has revoked the designation of a customer as an exempt 
person. 
 
For further information, please refer to Title 31 of the Code of Federal 
Regulations, Part 103. See 31 CFR 103.11 for many definitions, and 
31 CFR 103.22(d) for information on exemptions to CTR reporting. 
 
When and Where to File -This report must be filed with the U.S. 
Department of the Treasury: Designation at P.O. Box 33112, Detroit 
MI 48232-0112. The report must be filed no later than 30 days after 
the first transaction to be exempted. 
 
Biennial Renewal (for eligible non-listed businesses and payroll 
customers only): The report must be filed by March 15 of the second 
calendar year following the year in which the initial designation is 
made, and by every other March 15 thereafter. 
 
General Definitions 

Bank: A domestic bank, savings association, thrift institution, or credit 
union. See 31 CFR 103.11(c). These may be exempted only to the 
extent of their domestic (i.e. US) operations. 
 
Biennial Renewal: As provided for by 31 CFR 103.22(d)(5)(ii), the 
exemption status of all eligible non-listed businesses or payroll 
customers (see Item 10 e and f) must be updated once every two years, 
by March 15. This update is a biennial renewal of the exemption for 
these customers. 
 
Government Agency / Governmental Authority: A department or 
agency of the United States, a State, or a political subdivision of a State, 
or (2) an entity established under the laws of the United States, of any 
State, or political subdivision of a State, or under interstate compact 
between 2 or more States, exercising governmental authority (i.e. the 
power to tax, police powers, or the power of eminent domain). 
 
Listed Company: A business, other than a bank, whose common stock 
or analogous equity interests are listed on the New York Stock 
Exchange, the American Stock Exchange, or the National Association 
of Securities Dealers Automated Quotation System - National Market 
System. 
 
See 31 CFR 103.22(d)(2) for the extent to which listed companies that 
are financial institutions may be exempted. 
 
Listed Company Subsidiary: A subsidiary, other than a bank, which 
is owned at least 51%, and is controlled, by a Listed Company. 
 

See 31 CFR 103.22(d)(2) for the extent to which listed companies’ 
subsidiaries that are financial institutions may be exempted. 
 
Eligible Non-Listed business: A business which (1) has had a 
transaction account at the bank for at least 12 months; (2) frequently 
engages in currency transactions greater than $10,000; (3) is 
incorporated, or organized under the laws of the United States or a 
State, or is registered as and eligible to do business in the United States; 
and (4) is not an ineligible business. 
 
Eligible non-listed businesses may be exempted only to the extent of 
their domestic (i.e. US) operations. 
 
Payroll Customers: A business which (1) has had a transaction 
account at the bank for at least 12 months; (2) frequently withdraws 
more than $10,000 in currency for payroll purposes in order to pay its 
employees in the US; (3) is incorporated or organized under the laws of 
the United States or a State, or is registered as and eligible to do 
business in the United States. 
 
Ineligible Businesses: A business engaged primarily in one or more of 
the following activities: serving as financial institutions or agents of 
financial institutions of any type; purchase or sale to customers of 
motor vehicles of any kind, vessels, aircraft, farm equipment or mobile 
homes; the practice of law, accountancy, or medicine; auctioning of 
goods; chartering or operation of ships, buses, or aircraft; gaming of 
any kind (other than licensed pari-mutuel betting at race tracks); 
investment advisory services or investment banking services; real estate 
brokerage; pawn brokerage; title insurance and real estate closing; trade 
union activities; and any other activities that may be specified by 
FinCEN. 
 
A business that engages in multiple business activities is not an 
ineligible business as long as no more than 50% of its gross revenues is 
derived from one or more ineligible business activities. 
 
United States: The States of the United States, the District of 
Columbia, the Indian lands (as defined in the Indian Gaming 
Regulatory Act), and the Territories and Insular Possessions of the 
United States. 
 
EXPLANATIONS FOR SPECIFIC ITEMS 
 
Item 3 - Business Name or Last Name of Sole Proprietor: List the 
full legal name of the business being exempted, or the complete last 
name of the person being exempted. 
 
Item 9 - Taxpayer Identification Number: Generally, the Employer 
Identification Number of the Exempt Person. 
 
Item 14 - Primary Federal Regulator:  
OCC = Office of the Comptroller of the Currency; OTS = Office of 
Thrift Supervision; FRS = Federal Reserve System; FDIC = Federal 
Deposit Insurance Corporation; NCUA = National Credit Union 
Administration. 
 
Item 23, 24, 25 - Contact: The last and first name, and the telephone 
number of the person within the depository institution to be contacted 
for questions regarding this report. 
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Guidelines for Reviewing Retained Copies of Currency Transaction 
Reports Filed By Financial Institutions 

 

Purpose 

When processing Currency Transaction Reports 
(CTRs, i.e. Forms 4789), the Internal Revenue 
Service (IRS) edits the forms for accuracy and 
completeness.  If certain information is incom-
plete, illegible or not provided, IRS corresponds 
with the financial institution to obtain the infor-
mation. 

General Procedures for Examiners 

1.  The instructions on the reverse side of the 
CTR provide guidance in proper completion of 
the form. 

2. Financial institutions should be encouraged to 
type or legibly print forms. 

3. The IRS may correspond with the financial 
institution when one or more critical infor-
mation elements is incomplete, illegible, or not 
provided.  The correspondence is sent to the 
officer in charge of the financial institution at 
the address indicated in Part V of the CTR.  
Responses to IRS should be timely (within 10 
days). 

4. An examiner should direct an institution to file 
an amended or corrected form: 

• If the form was not corrected despite cor-
respondence from the IRS, or 

• If (in the absence of IRS correspondence) 
the form does not adequately provide all 
the information requested. 

Instructions for Institutions Filing Amended 
Forms 

Institutions should be instructed to use the fol-
lowing procedures: 

1. On a copy of the CTR originally filed, circle in 
red the incorrect, illegible or missing in-
formation. 

2. On a clean CTR, check box 2a denoting an 
amended report. 

3. Enter only the correct or amended informa-tion 
on the clean form in the appropriate line item 
or box and complete all information in Part V. 

4. Sign and date the amended or corrected form. 

5. Staple the amended or corrected form on top of 
the copy of the form originally filed. 

6. Mail to the IRS Detroit Computing Center, 
P.O. Box 33604, Detroit, MI  48232-5604  
Attn: CTR. 
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Exhibit F 

Bank Secrecy Act 
Cash Control Letter 

 

 Docket # ______________ 

                                       Name ______________________ 

 

Date:__________________________  

Branch:________________________  

______________________________ Officer in Charge; Currency Distribution/Cash Control Center 

______________________________ Location 

Dear Sir/Madam: 

In order to facilitate our review for compliance with Financial Recordkeeping and Reporting Regulations, please submit the 
following information. Supporting source records should be made available for review upon request. 

Please provide, using the attached format for items 1 and 2, the following information for the period 

_______________to_______________, inclusive. 

1. For branches which ship and receive currency through a central currency distribution center within the institution, please 
provide: 

a. A list of all currency shipments between the distribution center and the Federal Reserve Bank or correspondent 
institution; 

b. A list, by branch, of all currency shipments between the distribution center and branches; 

c. A list of currency shipments between branches; 

d. A list of branches which have shown a significant increase in their use of large bills during the past twelve months, 
either as a portion of their total shipment of currency or in comparison to other branches. 

2. For branches which transact (ship and/or receive currency) with the Federal Reserve Bank or correspondent institution; 

a. A list of all currency transactions between the branch and the Federal Reserve Bank or correspondent institution; 

b. A list of all currency transactions with other branches. 

3. Copies of all correspondence with the Department of the Treasury or the Internal Revenue Service regarding exemption 
lists, requests for special exemptions and incorrectly filed Currency Transaction Reports. 

Signed ________________________________________      Title______________________________ 
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Bank Secrecy Act 
Currency Shipment Report 

 
 

 Docket # ______________ 

                                     Name ______________________ 

 
 
 
From__________________________ 

To____________________________ 

Officer in Charge______________________________________ 

Location              ______________________________________ 

 

 
Currency Received 
 

 
Date 

 
from 

Received 
shipment 

Total amount of 
large ($50’s, $100’s, etc.) bills 

 
 
 
 
 
 
 
 
Currency Shipped 
 

 
Date 

Shipped 
to 

Total amount of 
shipment 

Total amount of 
large ($50’s, $100’s, etc.) bills 

 
 
 
 
 
 
 
Signed_________________________________  

Title___________________________________   

 _________________________ 
                    (Date) 
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Exhibit G 

Bank Secrecy Act 
Cash Control Letter 

 

 Docket # ______________ 

                                       Name ______________________ 

 

Date:__________________________  

Branch:________________________  

 
Dear Sir/Madam: 
 
To facilitate our examination of compliance with Financial Recordkeeping and Reporting Regulations under Public Law 91-
508, please furnish the Examiner in Charge with the information listed below. 
 
Examiner__________________________ 
 
1. A copy of your list of customers who normally have currency transactions over $10,000 (exempt customers)  

2. Describe how currency transactions over $10,000 for customers are recorded and reported by individual tellers at your of-
fice. 

3. Describe the record used at your office to document, by denomination, currency transfers between tellers, including trans-
fer from and to vault cash. 

4. Name of person in your office who is responsible for filing Currency Transaction Reports (Form 4789). 

5. Indicate where copies of all Currency Transaction Reports (Form 4789) prepared by your office are maintained. 

6. A list of transactions for which Currency Transaction Reports (Form 4789) are due to be filed but have not yet been sub-
mitted by your office. 

7. If periodic reviews are conducted by office management of exempt customers to ensure that their status has not changed 
under Recordkeeping and Reporting Regulations, please make supporting documentation available, including: 

a. dates of last two reviews; 
b. description of work reviewed; 
c. names of individuals who conducted the review and their findings 

 
Currency Transaction Reports (Form 4789) have been completed for all required transactions. Lists of customers who nor-
mally have currency transactions over $10,000 (exempt customers) are currently maintained. 
 
 
(Signed)___________________________ Office Manager 
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Guidelines for Branch Review 
 
 

 
1. Guidelines for Selection of Branches. 

a. In reviewing the information provided in Exhibit E and F (Branch Letter), use the following criteria to 
select branches for on-site review: 

_ Branch requests for large denomina-tion currency exceeding normal re-quirements for that branch. 

_ Branch requests for large denomina-tion currency are significantly greater than average branch re-
quirements; 

_ Branch does not ship large denomi-nation currency; 

_ Branch reports no exempt list;- Branch manager would not sign the statement in Exhibit F; and  

_ Branch is characterized by unusual cash transactions with the Cash Control Center, Federal 
Reserve Bank, or correspondent institution. 

b. In the absence of significant leads, con-sider selecting a random sample of branches for on-site review. 

2. Guidelines for Selection of Tellers 

 The selection of tellers should be governed by the institution’s internal procedures. For ex-ample, if it is 
the institution’s practice to di-rect all large currency transactions to specific tellers, concentrate on the 
work of those tell-ers. In the absence of such procedures, or if the procedures are not being followed, the 
ex-aminer may determine that the work of all tellers should be reviewed. The selection may include 
recently hired tellers. 

  

3. Guidelines for Selecting Dates for Review 

 When at the office location, the examiner is to review the work of selected tellers for a specific time 
period. In selecting the time frame in which the examination will be con-ducted, the examiner should take 
into account both the fact that the time period allowed for filing Forms 4789 and 4790 is 15 calendar days 
and the fact that the Internal Revenue Service processing time is 45 calendar days. If the examiner is 
reviewing transactions for two calendar weeks, the test period should be at least 60 calendar days prior to 
the exami-nation date. 
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Frequently Violated BSA Provisions And Proper Citation 
 

 
Violations of the Treasury Department regulations implementing the Bank Secrecy Act, 3 1 CFR Part 103, 
and of the Office of Thrift Supervision regulations 12 CFR Part 563.177 for monitoring compliance with the 
Bank Secrecy Act are often incorrectly cited. The following chart provides the proper regulatory cite for the 
most common violations frequently cited incorrectly. 
 

U.S. DEPARTMENT OF THE TREASURY REGULATIONS 
31 CFR Part 103 

 

Regulatory Cite Provisions Violations 

103.22(a) Non, sub-paragraphs state 
specific provisions. 

None. 

103.22(a)(1) Financial institutions must report 
currency transactions  
of more than $10,000.   
Multiple transactions  
totaling more  
than $10,000 shall be 
treated as a single 
transaction. 

Currency transactions in excess of  
$10,000 not reported. 
Multiple currency transactions in  
excess of $10,000 not reported. 
Cash purchases of travelers 
checks, money orders, and/or  
cashiers checks in excess of  
$10,000 not reported. 

103.22(b)(1) & 
103.22(b)(2) 

Allowable exemptions. Exemptions granted for businesses 
other than those covered by these sections. 

103.22(d) Exemptions must be 
supported by a signed  
written statement by the 
customer with required 
information. 

Exemptions granted without 
obtaining a signed written  
statement from the customer. 
Customer statement not containing  
all of the required information. 

103.22(f) Exemptions must be 
maintained on a 
centralized list with the 
reason for the exemption 
and other required 
information. 

Lack of a centralized list of 
exemptions. 
Exemptions granted but not entered 
on list. 
Failure to list banks exempted  
under Section 103.22(b)( l)(ii). 
Failure to maintain required information 
on list. 

103.27(a) None, sub-paragraphs state 
specific provisions. 

None. 
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103.27(a)(1) A CTR must be tiled within 
15 days of the date of the 
transaction.. 
 

Filing a CTR later than 15 days 
after the date of the transaction 

103.27(a)(3) A copy of each CTR filed  Failure to retain a copy of a CTR 
must be retained for 5 years. that was filed. 
Failure to retain copies of filed CRTs for 
5 years. 
 

103.27(d) Currency Transaction 
Reports must be on 
prescribed forms. 
 
All information required 
on the CTR form shall be 
furnished. 

Use of an outdated CTR form to 
report a currency transaction. 
 
Omission of any information on a CTR 
(except for ID information, Box 15, see 
Section 103.28). 
Erroneous information on a CTR (except 
for ID information, Box 15, see Section 
103.28).. 
 

103.28 Must verify the identity 
of the person presenting a 
reportable transaction as 
well as the identity of 
the person or entity on whose 
behalf the transaction is affected. 
Documents used to verify 
the identity should be of 
the type used in normal 
check cashing procedures. 
 

Failure to verify identification 
of customer. 
Inappropriate documentation used 
for verification of ID. e.g. 
signature card, comment such as 
“known customer,” etc. 
Omission of any information in Box 
#15. 

103.29(a) Association must maintain 
chronological log(s) on cash sales 
of monetary instruments in 
amounts between $3,000 
and $10,000 inclusive. 
 

No log(s) maintained, covered transactions 
have occurred. 

103.29(a)(1)(i) Information required to be main- 
tained in the chronological 
log(s) for purchasers with 
a deposit account relationship. 
 

Required information is not recorded 
in the chronological log(s). 
Inappropriate information is recorded in 
the log(s). 

103.29(a)(1)(ii) Identification requirements for 
purchasers with a deposit 
account relationship. 
 

Identification of purchaser not obtained. 
Inappropriate method used to identify 
purchaser. 

103.29(a)(2)(i) Information required to be main- 
tained in the chronological log(s) 
for purchasers who do not have a 
deposit account relationship. 

Required information is not recorded 
in the chronological log(s). 
Inappropriate information is recorded 
in the log(s). 
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103.29(a)(2)(ii) Identification requirements for 
purchasers who do not have a 
deposit account relationship. 
 

Identification of purchaser not obtained. 
Inappropriate method used to identify 
purchaser. 

103.29(c) Separate chronological log(s) 
for association branches must be 
maintained in a centralized location 
by the 15th of the following month. 

Branch log(s) are not forwarded to cen- 
tralized location by the 15th of the 
month following the month for which the 
log(s) were prepared. 

 

 

OFFICE OF THRIFT SUPERVISION REGULATIONS 
12 CFR Part 563.177 

 

Regulatory Cite Provisions Violations 

563.177(a) States purpose of the 
regulations, sub-paragraphs 
state specific provisions. 
 

None. 

563.177(b) Written compliance program 
must be approved by the 
institution’s board of 
directors by April 27, 1987 
and recorded in the minutes. 
Institution must provide for the 
continued administration of 
their program. 
 

Compliance program not in writing. 
Compliance program not approved by 
the institution’s board of directors. 
Lack of or inadequate compliance 
program. 
Institution has program but are not 
following own procedures. 

563.177(c)(1) Program must provide for a 
system of internal 
controls to assure ongoing 
compliance. 

Lack of or inadequate system of 
internal controls to ensure 
accurate reporting of currency 
transactions in excess of $10,000. 
Lack of review procedures prior to filing 
CTRs. 
 

563.177(c)(2) Program must provide for 
independent testing for 
compliance. 

Lack of or inadequate procedures 
for testing for reportable 
transactions and accurate CTR filing. 
 

563.177(c)(3) Program must designate 
individual(s) responsible 
for day-to-day compliance. 
 

No employee designated 
responsibility for monitoring 
compliance. 

563.177(c)(4) Program must provide for 
training of personnel. 
 

Lack of or inadequate training 
program for personnel. 
Training sessions not documented. 
 

 


